
SSlliiddee  11  CBA Reconciliation 
Commercial Travel Office (CTO) 
  
  
SSlliiddee  22  CCBBAA  RReeccoonncciilliiaattiioonn  CCoommmmeerrcciiaall  TTrraavveell  OOffffiiccee  ((CCTTOO))PPrreesseennttaattiioonn  OOuuttlliinnee  

• CBA Reconciliation Transaction Flow 
• CBA Reconciliation Processing Schedule 
• Total Account Management Process 
• Total Account Management Process Tools 

 
  
SSlliiddee  33  CBA Reconciliation Transaction Flow 
The figure below shows the process involved in reconciling CBA transactions:  
CTO reconciles transactions with Sabre. 
Sabre reconciles transactions with SatoStar and the Airline Reporting Corporation. 
SatoStar reconciles transactions with the Navy Command and the DFAS Payment Office. 
SSaattooSSttaarr  aallssoo  rreeccoonncciilleess  ttrraannssaaccttiioonnss  wwiitthh  tthhee  AAiirrlliinnee  RReeppoorrttiinngg  CCoorrppoorraattiioonn  aanndd  tthhee  
NNaavvyy  PPTTOO  wwhhoo  bbootthh  iinn  ttuurrnn  rreeccoonncciillee  ttrraannssaaccttiioonnss  wwiitthh  SSaattooSSttaarr..  
TThhee  AAiirrlliinnee  RReeppoorrttiinngg  CCoorrppoorraattiioonn  aallssoo  rreeccoonncciilleess  ttrraannssaaccttiioonnss  wwiitthh  tthhee  AAiirrlliinneess  aanndd  tthhee  
CCrreeddiitt  CCaarrdd  VVeennddoorr..  
TThhee  CCrreeddiitt  CCaarrdd  VVeennddoorr  rreeccoonncciilleess  ttrraannssaaccttiioonnss  wwiitthh  tthhee  AAiirrlliinneess,,  SSaattooSSttaarr,,  tthhee  NNaavvyy  
PPTTOO  aanndd  tthhee  NNaavvyy  CCoommmmaanndd..  
The Navy PTO and the Navy Command reconcile transactions with each other. 
The DFAS Payment Office reconciles transactions with the Credit Card Vendor. 
All transactions are done electronically, except for the Credit Card Vendor’s paper 
transactions with the Navy PTO and the Navy Command. 
  
  
SSlliiddeess  44--77  CCBBAA  RReeccoonncciilliiaattiioonn  PPrroocceessssiinngg  SScchheedduullee——SSaattooTTrraavveell  aanndd  NNaavvyy  Time Lines 
 
SatoTravel 
Day 1 
1. BOA transmits account files to SatoTravel. 
2. SatoTravel sends a broadcast email to the Navy offices letting them know their 
accounts are available for processing. 
3. SatoTravel staff supports the Navy reconciliation process and assists the Navy to 
process unmatched transactions. 
 
Day 2 through Day 5 
11..  SSaattooTTrraavveell  ssttaaffff  ssuuppppoorrtt  tthhee  NNaavvyy  rreeccoonncciilliiaattiioonn  pprroocceessss..  
22..  SSaattooTTrraavveell  iiss  nnoottiiffiieedd  bbyy  tthhee  NNAAVVPPTTOO  wwhheenn  aaddjjuussttmmeennttss  hhaavvee  bbeeeenn  ccoommpplleetteedd..  
3. SatoTravel runs the account’s data through an edit program to check for any errors.  If 
any errors are detected, the NAVPTO is notified to make correction(s). After any 
correction(s) a final all clear edit is run. 
44..  CCoommmmaanndd  AAccccoouunntt  PPrroocceessssiinngg  ––  AAfftteerr  tthhee  PPTTOO  ccoommpplleetteess  tthhee  rreeccoonncciilliiaattiioonn,,  
SSaattooTTrraavveell  ffoorrwwaarrddss  tthhee  rreeccoonncciilleedd  aaccccoouunntt  ffiillee  ttoo  tthhee  CCoommmmaanndd  ffoorr  rreevviieeww  &&  



cceerrttiiffiiccaattiioonn  ooff  aaccccoouunntt  &&  oobblliiggaattiioonn  ddaattaa..    IIff  aannyy  eerrrroorrss  aarree  ffoouunndd,,  tthhee  CCoommmmaanndd  nnoottiiffiieess  
tthhee  NNAAVVPPTTOO,,  wwhhoo  mmaakkeess  tthhee  ccoorrrreeccttiioonnss  iinn  SSaattooSSttaarr..  WWhheenn  tthhee  NNAAVVPPTTOO  hhaass  
ccoommpplleetteedd  tthhee  ccoorrrreeccttiioonnss,,  SSaattooTTrraavveell  aaggaaiinn  sseennddss  tthhee  ffiillee  ttoo  tthhee  CCoommmmaanndd..  TThhiiss  pprroocceessss  
iiss  rreeppeeaatteedd  uunnttiill  tthhee  CCoommmmaanndd  cceerrttiiffiieess  tthhaatt  aallll  tthhee  ddaattaa  iiss  ccoorrrreecctt..  
55..  AAfftteerr  aallll  ccoorrrreeccttiioonnss  aarree  mmaaddee  aanndd  aa  cclleeaann  eeddiitt  hhaass  bbeeeenn  rruunn,,  SSaattooTTrraavveell  iiss  nnoottiiffiieedd  bbyy  
tthhee  NNAAVVPPTTOO  ttoo  cclloossee  tthhee  aaccccoouunntt..    TThhee  NNaavvyy  ffaaxxeess  SSaattooTTrraavveell  aa  ssiiggnneedd  BBiillll  PPaayymmeenntt  
SSuummmmaarryy  RReeppoorrtt  ((BBPPSSRR)),,  wwhhiicchh  iiss  aauutthhoorriizzaattiioonn  ttoo  ppaayy  tthhee  bbiillll..  
66..  SSaattooTTrraavveell  eemmaaiillss  tthhee  BBPPSSRR  aanndd  tthhee  aaccccoouunntt  ddaattaa  ffiillee  ttoo  DDFFAASS  ffoorr  ppaayymmeenntt  
pprroocceessssiinngg..  
 
Navy Time Line 
Day 1 
1. The NAVPTO receives notice of the account’s availability & begins the reconciliation 
process. 
2. The NAVPTO runs a program that matches the credit card vendor file to SatoTravel’s 
database of Navy transactions.  Any unmatched items are researched & resolved. 
 
Day 2 through Day 5 
1. After completing the account reconciliation the NAVPTO corrects any accounting data 
errors found by the edit run. 
2. After receiving notification of accounting data errors from the Command, the 
NAVPTO makes corrections in SatoStar & requests SatoTravel to resend the 
file to the Command. 
3. The Navy reconciliation process creates eight reports that the NAVPTOs can print in 
their offices. 
4. DFAS Norfolk receives an email with attachments, including a BPSR and the CBA 
account data file. The TO forwards a signed BPSR report to DFAS. 
 
 
SSlliiddee  88  Total Account Management Process 
Navy Contracting 
 
CTO manages accounts with the SatoTravel Corporate Office. 
The SatoTravel Corporate Office manages accounts with the DFAS Payment Office, and 
the Navy Command. The SatoTravel Corporate Office and the Navy PTO manage 
accounts with each other, as do the Navy PTO and the Navy Command, the Navy 
Command and the Credit Card Vendor, and the Credit Card Vendor and the Navy PTO. 
The DFAS Payment Office manages accounts with the Credit Card Vendor. 
The Credit Card Vendor manages accounts with the SatoTravel Corporate Office. 
 
  
SSlliiddee  99  TToottaall  AAccccoouunntt  MMaannaaggeemmeenntt  PPrroocceessss  TToooollss 

• SatoTravel Training at NAVPTO Offices 
• Logs Kept by NAVPTOs 
• Report of Unbilled Transactions 
• Unbilled Transactions Tracking Report 



• Disputed Transactions Tracking Report 
• Reconciliation Status Reports 

 - Weekly Reconciliation Status Report 
 - Monthly Account Reconciliation Tracking Report 

 
 
Slide 10 CCBBAA  RReeccoonncciilliiaattiioonn  
Thank you for your attention. 
 
 
 


